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("~ DEPARTMENT OF HEALTH & HUMAN SERVICES 
'· .. ~~ Off1ce of Human Development Services Assistant Secretary 
Washington DC 20201 
While serving as Commissioner of the Administration on 
Developmental Disabilities, I had the opportunity to develop 
an Employment Initiative Campaign for employment of workers 
with disabilities. I am pleased to say that our campaign 
goals have not only been achieved, but exceeded. This 
success is due to the dedicated efforts of Governors' 
Planning Councils, various government committees and 
commissions, and, most importantly, employers who share our 
vision of economic self-sufficiency for all Americans with 
special needs. we have come a long way: more persons with 
disabilities are working but we still have far to go. 
In the next century, the public anrl private sectors must 
work together toward a better transition for people with 
developmental disabilities from special education programs 
into the world of adult challenges and opportunities. Work 
provides not only financial benefits, but therapyr it 
contributes to self-identification and self-worth and is an 
economic necessity for most of us. The Employment Initiative 
offers great challenges and opportunities for developing and 
implementing creative approaches to this transition. 
Researchers at the Center for Applied Urban Research, 
University of Nebraska at Omaha, found that many myths and 
stereotypes exist. They found that labels such as "disabled" 
and "older worker" sometimes create barriers to employment 
for these workers who have job skills but who also have 
special needs. Their investigation into the employment 
programs serving both individuals with disabilities, and 
older persons, revealed the need for closer cooperation 
between the public and private sectors. While some employers 
fear that accommodations will be elaborate or expensive, they 
are often very simple and inexpensive. Frequently, the 
employee can identify the best solution to the problem. 
vii 
A vast and valuable pool of individuals with special 
needs are available and qualified for work. Although 
training materials exist to explain how employers can meet 
legal requirements, few provide specific information about 
deve-loping partnerships between employers and human service 
agencies to tap the resources of workers with special needs. 
These materials will be useful to employers and will foster a 
job match that creates good business. 
&.~.-.: ~d~.o. 
Assistant Secretary 
for Human Development Services 
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Successful 
Assimilation 
Affirmative 
Purpose of the Training Kit 
This training kit was developed 
to demonstrate to business and 
industry personnel how individuals 
with special needs (individuals with 
disabilities and older persons) can 
be assimilated successfully into the 
labor force. 
Affirmative action laws have 
Action been enacted to eliminate discrimi-
nation based on disability or age. 
Although employers must meet 
specific fede r a 1 requirements , 
current laws do not address the 
needs of employees with disabilities 
and older workers. 
Communication Research reveals that business 
Needed and industry personnel have little 
Between the information about individuals with 
Public and 
Private 
Sectors 
special needs. Generally, business 
executives are unaware of the 
resources, services, and incentives 
available to individuals with special 
needs. Rehabilitation agencies are 
often unaware of the needs of 
businesses and of employment 
opportunities for individuals with 
Win-Win 
Approach 
2 
special needs. Because business and 
government personnel often use 
different jargon, misunderstandings 
may result. 
This training kit was developed 
to integrate information about 
workers with special needs for 
business and human service per-
sonnel. It also outlines the steps that 
can lead to successful employment 
for persons with special needs. 
It is possible to meet the needs 
of both the individual and the 
company. The employee may benefit 
from increased wages and oppor-
tunities, the company's profits may 
increase, and tax dollars may be 
saved. Simplicity and cost-effective-
ness are built into this system. This 
training kit will show how the 
company, the individual, and the 
taxpayer benefit. This is a win-win 
approach. 
People with Special Needs Defined 
Many job applicants are quali-
fied, experienced, and job-ready. 
i 
I 
r 
Written for 
Employers 
and 
Employing 
Agencies 
Labels 
Serve No 
Useful 
Purpose 
A Functional 
Approach 
4 
of employees and maximize pro-
ductivity and profits. It informs 
employers of ways to develop 
successful programs within their 
companies. 
Frequently, people with special 
needs are labeled as mentally 
retarded, physically handicapped, 
psychiatrically disabled, and elderly. 
These labels have led to some false 
assumptions and have, at times, 
assigned inaccurate characteristics 
or expectations to individuals. 
Labels do not help us to solve 
problems. They place distance 
between people and cause stereo-
typing. Labels do not tell employers 
about individuals' skills, abilities, 
interests, desires, knowledge, or 
social skills. Employers must be 
aware of individuals' assets to 
make successful job matches. 
This training kit employs a 
functional approach. For example, 
what are the person's job capabili-
ties? What is a person unable to do 
in relation to a particular job? 
Individuals 
May Need 
Support 
They do not require special accom-
modations or supports. However, 
individuals with special needs have 
the potential to become long-term, 
reliable, competent employees if 
they receive appropriate ongoing 
support. They may require adapta-
tion or support because they have 
severe physical or mental limitations 
that result from a disability or 
aging. 
Supportive measures include the 
Creativity, following: redesigning tasks within 
Flexibility, . a job, altering work schedules, 
and Problem- adapting the environment and equip-
solving Are ment, and modifying training cycles 
Necessary or methodologies. Many of these 
measures require little or no cost 
for employers. Creativity, flexi-
bility, and problem-solving skills 
are necessary to make the required 
adjustments or work site accommo-
dations. The employee, employer, 
and society can achieve long-term 
benefits as a result. 
This training kit is written for 
employers and employing agencies 
who want to meet the special needs 
3 
What is required functionally to 
achieve the desired outcome on a 
specific job? Does a physical or a 
mental limitation impede reaching 
this result? If so, is there a 
modification, accommodation, or 
support that can compensate for the 
limitation so the result can be 
achieved? 
People with special needs vary 
greatly and may require one or 
more of the following: 
• Shorter work schedules be-
cause physical stamina 1s less 
than other workers. 
• Adapted buildings or equip-
ment to make them accessible 
to people who are physically 
limited. 
• Longer or adapted training 
cycles if the person has 
difficulty understanding instruc-
tions because of impaired sight, 
hearing, speech, or cognitive 
abilities. 
5 
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• Redesigned tasks within a job. 
Special needs can be compen-
sated for in the workplace in many 
ways. Methods used to maximize 
·worker productivity and company 
funds include the following: flexing 
schedules, adapting facilities and 
equipment, modifying training cycles 
and methodologies, and redesigning 
tasks. 
Functions of the Training Kit 
• 
This training kit will: 
H e 1 p employers 
applicants who 
needs. 
find qualified 
have special 
• Help agencies find appropriate 
jobs for persons with special 
needs. 
• Explain a planning process that 
can lead to successful employ-
ment of -individuals with special 
needs. 
Public and 
Private 
Sectors 
Developed 
Kit 
• Explain the models and strate-
gies that can be used within a 
company. 
• Demonstrate how to select a 
strategy based on the needs of 
the industry, the individual, and 
the agency. 
• Provide examples of how com-
panies have used these models 
and strategies successfully. 
• Identify resources and services 
that may be helpful to employ-
ers. 
Development of the Training Kit 
This training kit was developed 
by combining the talents and know-
ledge of individuals in the public and 
private sectors. The Center for 
Applied Urban Research at the 
University of Nebraska at Omaha 
coordinated the project. The 
resources of businesses, industries, 
labor organizations, rehabilitation 
and aging agencies, and private 
consulting firms were used. 
7 
National 
Advisory 
Committee 
Components 
Videotape 
This project was conducted 
under the guidance of a National 
Advisory Committee consisting of 
representatives from the public and 
private sectors. We believe that the 
content of this training kit is 
unique. Current information about 
employment opportunities for indi-
viduals with special needs and view-
points of corporate executives and 
social service representatives are 
presented. 
Components of the Training Kit 
The training kit includes the 
following components: 
1. An introductory videotape 
VHS video cassette), 
Match: Together for 
Business." 
(color, 
"job 
Good 
Audio-cassette 2. Two audio-cassette tapes to 
Tapes accompany the instructional 
modules: 
8 
Tape 1, Side A--"Workers with 
Special Needs: An Overview" 
Four 
Instructional 
Modules 
Tape 1, Side B--"Building 
Effective Partnerships: A Win-
Win Approach" 
Tape 2, Side A--"Accommo-
dating Individual Abilities in the 
Workplace" 
Tape 2, Side B--"Inside and 
Outside the Corporation: 
Human Relations Factors" 
3. Four instructional modules 
concerning training workers 
with special needs: 
Module I-- Workers with Special 
Needs: An Overview 
Module II--Building Effective 
Partnerships: A Win· Win 
Approach 
Module III--Accommodating lndi· 
vidual Abilities in the Workplace 
Module IV--Inside and Outside 
the Corporation: Human Rela-
tions Factors 
9 
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Directory 
Management 
Commitment 
Is Required 
Materials 
Should Be 
Reviewed 
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4. A resource directory, Business 
Practices and Resources. 
Use of the Training Materials 
Successful employment of per-
sons with special needs requires the 
commitment of top company 
managers. These materials are 
designed for use by company 
managers, particularly personnel 
managers, but may be useful to 
representatives of business, labor, 
and human service agencies who 
work in partnership or cooperation 
with companies. 
Initially, these materials should 
be reviewed by the company's top 
managers, the personnel director, 
the affirmative action repre-
sentative, and the training director. 
The personnel or training director 
should then determine the best use 
of the materials within the company. 
A team that includes all relevant 
personnel should be selected for 
training. The company's president; 
affirmative action representative; 
I 
I 
! 
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A Team 
Approach Is 
Required 
Videotape 
the personnel, training, and public 
relations directors; production 
supervisors; and personnel from the 
company's safety department are 
possible members. Rehabilitation and 
industrial engmeers may also be 
included. (Job developers, job 
placement specialists, and contract 
procurement personnel from com-
munity employment and vocational 
training agencies may also be 
included on the team.) 
The first part of the training 
kit is the videotape, "job Match: 
Together for Good Business." The 
main purpose of this videotape is to 
heighten awareness about the special 
needs of persons with disabilities 
and older workers. The videotape, 
designed for a general audience, can 
be used by the management team and 
all company employees as part of an 
awareness campaign. 
Two audio-cassette tapes are 
Audio-cassette included in the training kit. Each 
Tapes lecture is designed for specific 
departments within the organization 
and provides an overview of each 
11 
Tapes 
Relate to 
Instructional 
Modules 
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topic. The purpose of the tapes is 
to encourage listeners to read the 
modules and to obtain more detailed 
information. 
Tape 1, Side A, "Workers with 
Special Needs: An Overview," 
presents general information about 
persons with special needs. 
Definitions, laws, needs, and issues 
are presented. Each team member 
should listen to this tape. 
Tape 1, Side B, "Building 
Effective Partnerships: A Win-Win 
Approach," demonstrates how 
business, labor, and human service 
agencies can work together and 
successfully employ people with 
special needs. Each team member 
should listen to this tape too. 
Tape 2, Side A, "Accom-
modating Individual Abilities in the 
Workplace," is directed toward the 
personnel and training directors, 
production supervisors, job coaches, 
and industrial engineers. It provides 
information on accommodating 
special needs in the workplace. 
Instructional 
Modules 
Tape 2, Side B, "Inside and 
Outside the Corporation: Human 
Relations Factors," is designed 
specifically for public relations 
personnel and top managers. It 
provides information on improving 
company image and employee morale 
by successfully hiring and retaining 
workers with special needs. 
The training kit includes four 
instructional modules with the same 
titles as the audio-cassette tapes. 
Although the instructional modules 
are designed for the same audience 
as the tapes, they contain more 
detailed information and list 
resources that can help business and 
industry personnel to employ persons 
with special needs. 
Some chapters in the modules 
are designed specifically for 
employers, while others are 
designed for representatives of 
human service agencies. Chapters 
intended for a specific audience are 
indexed along the right-hand margin. 
We suggest that the people on the 
13 
Resource 
Directory 
14 
management team who will be 
r e spans i bl e for implementing 
specific parts of the program study 
the appropriate sections of the 
modules. 
A national resource directory, 
Business Practices and Resources, is 
also included. The successful 
employment experiences of busi-
nesses and human service agencies 
with workers with special needs 
are presented. Many organizations 
have demonstrated innovation and 
flexibility by designing specific 
supports for workers with special 
needs. These supports meet the 
personal needs of individuals as 
well as the requirements of busi-
nesses and industries. 
Additional resources, such as 
government agencies, publications, 
and advocacy organizations are also 
listed. This directory may be used 
by all members of the team, but top 
managers, personnel directors, and 
affirmative action representatives 
will find it especially useful. 
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Contributors 
Videotape 
Executive Producer: 
Floyd T. Waterman, Ed.D. 
Written/Produced/Directed by: 
Merica Fooks 
Content Consultant: 
Lois Rood 
Community Service Associate: 
Carole M. Davis 
Special Guests: 
(in alphabetical order) 
Robert Allington 
Jean Edmonson 
] oe Edr::nonson 
Alberta Gillman 
John Gunning 
Kent Klima 
Marian Meier 
Dave Menousek 
Roger Merritt 
Edna Shimerda 
Guenter Sobeck 
Gale Teut 
Kent Warneke 
Camera Operators: 
joel P. Jensen 
Merica Fooks 
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BI.ack and White Still Photographer: 
Tom Langdon 
Visual Support Group 
Omaha/Milwaukee 
Post-production Editor: 
Merica Fooks 
Post-editing Technicians: 
Shawn Halpenny 
Dan Cupak 
Mike Wallace 
Production Assistant: 
Sharlyn Leigh 
Aerial Footage Courtesy of 
WOWT, Omaha, Nebraska 
Music Soundtrack 
"If You Would Believe in Me" 
Produced by Nancy Hill 
Used by Permission of Hillsound Music 
Written and Arranged by 
Nancy Hill 
In Cooperation with the Following Musicians: 
Steve Hanson 
Guitar 
Nancy Hill 
Lead Vocal, Piano 
Diane Reed 
Background Vocal 
Carol Schmitt 
Flute 
Roger Stortenbecker 
Bass 
Tom Waer 
Sound Engineer 
Tom Waer/Nancy Hill 
Mix Down 
Lois Rood 
Musician Coordinator 
Sign Singing: 
Ruth J. Strozdas 
Narration: 
Dan Prescher 
Audio-cassette Tapes 
Scripts by Lois Rood and Karen Faison 
Narrated by Nancy Hill and Donald-Brian Johnson 
Produced by Nancy Hill, Hillsound Music 
Engineered by Mike Mullaney 
Recorded by Crystaline Studios, Omaha, NE 
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Instructional Modules 
Authors: 
Kathryn Banzhaf, Executive Director, Society to 
Advance Retarded (STAR) Citizens Center, Norwalk, 
CT 
1 a net Buskey, Coordinator, Low-cost Technology 
Project, University of Nebraska, Lincoln, NE 
Theodore Bergeron, Executive Director, Shoreline 
Association for Retarded and Handicapped 
Citizens, Inc. (SARAH), Guilford, CT 
Michael Callahan, President, Marc Gold and Associates, 
Syracuse, NY 
Karen Faison, Co-owner, Value-based Training and 
Technical Services, Omaha, NE 
Stephen Greenspan, Acting Director, Connecticut's 
University Affiliated Program on Developmental 
Disabilities and Associate Professor of Educational 
Psychology, University of Connecticut, Storrs, CT 
Barbara ] udy, Operations Manager, ] ob Accommodations 
Network, Morgantown, WV 
Robert S. Muller, Administrator, Steelcase, Inc., Human 
Resources Department, Grand Rapids, MI 
Lois Rood, Co-owner, Value-based Training and 
Technical Services, ·Omaha, NE 
Lois Schwab, Professor of Human Development, 
University of Nebraska-Lincoln, Lincoln, NE 
James Thorson, Director, Gerontology Program, 
University of Nebraska at Omaha, Omaha, NE 
joy Eason Upchurch, Associate, Marc Gold and 
Associates, Atlanta, GA 
Claude W. Whitehead, National Consultant, Employment 
Related Services, Washington, DC 
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Compilers: 
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Lois Rood 
Floyd T. Waterman 
Author: 
Claude W. Whitehead 
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